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Getting Started

Loan lock availability: unavailable before 10 a.m. on s business day of the quarter

Silverlight

{Af OSNI AIKE NF2NI LYUSHF SG 9 E LI L2aMBMNhitmghts/sterd. A NB |j dzA NB R
best practice is to clear your Silverlight cache once a day before registering your loan in the

Commitment System. Use the following steps to completedtipirocess:

1. Click on theSart menu of your Windows Desktop and use the search functiondaté the
Silverlight program {gwn in both screenshots):

Microsoft Office 2007 Microsoft Office 2010
All Apps Documents Settings Web More
v Microsoft Silverlight Bastoatch

Microsoft Silverlight
App

Search the web

jel silverlight - See web results
L silverlight download

jel silverlight test

P silverlight install

P silverlight update

TP = T = N |

L silverlight plugin

R N R ¥ v

jel silverlight windows 10

- See more results

2 silverlight] )

2. TheMicrosoft Silverlight Qafiguration Windowwill appear. Click on Application Storage.tab
3. Click on Delete all then cli€kK
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i B
» Microsoft Silverlight Configuration u
| About | Updates | Playback | Webcam / Mic | Permissionsf Application Storage
The following Web sites are currently using application storage on your computer,
Mare information
Web site Current (ME) Quota (ME)
https: {fmhfa.mortgagecadence. com/ 24.1 40.0
https: {fmhfastaging. mortgagecadence. com/ 23.0 40.0
]
Enable application storage I Delete all... l

Ok ]l [ Cancel ]

. o

4. A confirmation box will appear, asking if you would like to removeag® for all Web sites.
ClickYes

Microsaft Silverlight [

Delete application storage for all Web sites?

This may change or reset the behavior of Web sites that use application
storage and will remove assodated user data.

v

My

Silverlight

5. Launch theMinnesota HousingcoanCommitment System
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Do you want to increase available storage?

The following Web site is requesting more application storage space on
your computer.

Web site: https://mhfa.mortgagecadence.com

Migpsolt* | Current usage: 0.0 MB
Slr&erl|ght Requested size: 40.0 MB
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Uploading a Fannie Mae 1003

You haveawo waysto enter a loan intte Commitment System Uploading the 1003 will populate most
fields in theCommitment System but you should review the fieldseforelocking to make sure the
information uploaded correctly.

Note: The Commitment System only works in Internet Explorer

1. Click on thdmport icon

'.' Minnesota Housing Finance Agency

-
B2y Q Announcements \
Title Message
4
My Tasks

Pipeline Vista

Announcements

2. The Import Loan pop up window will appear. ClickFile Typedrop down and selecENMA

Import Loan 25
File Type - |

Mapping Set Loan Configuration

Import file Llapping Sets Browse...

— Jpdate fBouwve coan ) FHMA ﬂ

* | Borrower Center
'#) Insert into New Loan MISMO 2.3.1 Closing
) . 2.6 Appraisal Response

_J Allow Mapping Set to determine update ol

Loan Status | - |

Client | Client Se ection Q |

Channel | |

Operations Center | - |

OK Cancel
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3. Click orBrowse.

Import Loan 3

File Type | FNMA ~ |

Mapping Set | |

Import file | >| Browse... ‘

4. Locatethe 1003 you want to import

Note: Keepthe file type as FNMA Import/Export (.fnm). The systamty accepts .fnm
extensions.

@U !- Desktop » o
Organize ¥ New folder =y 0 @
i‘!-', Wind: 4 Name Size Item type Date mcd‘ifled =
o) DVDF - - :
D __ DODU-Case5-Import.fnm 5KB FNM File 4/15/2019 7:41 AM |
ocul
= @) Forms - Shortcut 2KB Shortcut 8/2/2018 3:39 PM
L MHF/ 3 S
i 1 [@ SFBSPSRequest Form - Shortcut 1KB Shortcut 12 17 7:05 AM
ccoy
= Ad | Seating Assignments, Conference Rooms, Phone and ... 1KB Internet Shortcut 9/27/2017 8:25 AM =
mi|=
= PN [} . _Temporary PDFs File folder 2/23/201912:51 PM
I
= Fep \ Clean up before we go live File folder 2/19/2019 7:47 AM
5# Home . .
. Lender Set-up ELC File folder 1/23/2019 3:20 PM
5# Inforr . o
. Job Audit File folder 4/16/2018 7 | 3
&® Legal 5 & o
] @J Agency Letterhead 2KB Shortcut 9/11/2017 10:06 AM
5# Multi
Potal ‘\ﬁ Network
= Uatabiy M Camniter e
File name: DODU-Case5-Import.fnm v I FNMA Import/Export (.fnm) v II
Open Iv Cancel

5. ClickOpen.
1 Complete the remaining fields
0 Loan StatusSelectRegistered
0 Client/Lender $electyour company
o ChannelWill automatically be selected based on your compgny
0 Operations Center (SeleCbrrespondent Ops Cender
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6. ClickOK
1 See Eample of filledin Import Loan sreen below

Import Loan E5

File Type | FRMA -

|
Mapping Set | |
|

Import file | DODU-Case5-Import.fnm

() Update Active Loan

®) Insert into New Loan

() Allow Mapping Set to determine update or insert

Loan Status ) | Registered - |
Client ) | Deerwood Bank a |
Channel I ) |Home Improvement - |
Operations Center ) |CDrresp-::-ndent Ops Center -

7. After clickingOK the system will import thigle.

Import Loan Z
File Type FNMA d

Mapping Set

Import file DODU-Cases-Import.fnm Browse...

#* Insert into New Log

Loading Loan...
Loan Status hd
Client Deerwood Bank a,
Channe Home Improvement -
Operations Center Correspondent Ops Center o

)4 Cance
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8. After the 1003 has been successfully uploaded you will be brought tbdae Summary,
Homeownerslip ScreenYou will now have aMinnesota Housing Loan number to reference.

¢ e (
] hL’f Q Loan Summary -
) Home Improvement 4000005483 | Registered | New
b SISl Add Application
Loan Information

My Tasks _— = =

i Program v | Product | Products and Pricing «| Lock Expiration Date mm/dd/yyyy 6
Pipeline Vista

Annobrcerants Loan Amount . [57,900.00 Term (Months) Interest Rate 4.7500%
P&l 302.03 Is This a Contract For () Yes () No Contract for Deed Holder i |

Loan Summary - Home Improvement | Deed?
True & Certify - Home Improvement Bose thie Bt Mntigage O Yes O No Date of the Balloon |’mm/dd/ywy 7@\ Is The Property Subject O ves O No
Products and Pricing Validation Contain a Balloon Payment To a Reverse Mortgage?

¢ Payment?
Borrower Information - Home Improvel
Demographic TafaqnEhi cuv | ack v Secured / Unsecured B v Lien Type =
Property & Loan Information - Home In Cancel Loan 0 Loan Cancellation Reason S
Repais S eancs Change Pricing (] Re-Lock HILoan | |
Funding Details

Borrower Information Borrower

Dates

Mortgagors First Name Alice First Name
Final Documents !l middle Name . - Middle Name
Document Tracking Last Name Firstimer Last Name
Servicer Information Name Suffix e — Name Suffix

Underwriting Conditions SSN 991-91-9991 SN

lity Control ;
Quality Cont i S N Marital Status | -
Seasoned Home Improvement ) . -
will Occupy Subject (@) Yes () No Will Occupy Subject O Yes U No
Home Improvement Base Rates Property Property
Loan Tasks Date of Birth mm/ddlyyyy r Date of Birth mm/dd/yyyy )

Status History Phone Number § Phone Number
TransUnion TransUnion

Experian Experian

Equifax Equifax

Borrower Credit Score Borrower Credit Score

9. Complete theapplication by clicking on thelipsis(X) (This launchethe Product and Pricing

Wizard)
11 Q
&) O\

Loan Summary -
Home Improvement 4000005483 | Registered | New

Firstimer, Alice I

Loan

Program v | Product Products and Pricing ock Expiration Date mm/dd/yyyy 5
Pipeline Vista
Announcements Loan Amount W |57,900.00 Term (Months) Interest Rate 4,7500%
P&I 302.03 Is This a Contract For () Yes () No Contract for Deed Holder

My Tasks

Loan Summary - Home Improvement. Deed?
_—— . s
True & Certfy - Home Improvement Does the First Mortgage (O Yes () No Date of the Balloon mm/dd/yyyy & | Is The Property Subject () Yes U No
Products and Pricing Validation Contain a Balloon Payment To a Reverse Mortgage?
i Payment?
Borrower Information - Home Improve)
Demographic Information cLv ‘ ‘ ACH v Secured / Unsecured v Lien Type | v
Property & Loan Information - Home In Cancel Loan L Loan Cancellation Reason v
Regalns Gy Change Pricing L Re-Lock HI Loan | |
Funding Details
Borrower i Borrower Information
Dates

Mortgagors First Name Alice First Name
Final Documents Middle Name | Middle Name

Document Tracking Last Name Firstimer Last Name
Servicer Information Name Suffix Name Suffix

Underwriting Conditions s 991-91-9991 5N
uality Control § TEEEE— . i
sty Marital Status v Marital Status v
Seasoned Home Improvement ’ A 2
Will Occupy Subject ®) Yes O No Will Occupy Subject () Yes (J No
Home Improvement Base Rates Property Property
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10. Start by selecting theoan Office® namefrom the dropdown. Then go tlough each section by
using theNextbutton to complete the following section&orrower Information, Demographic,
andProperty & Loa Information.6 L ¥ &2 dzZQNB dzyl 6t S (2 aSS GKS . I
I Redza i &2dzNJ al 22Y¢ 2y LyGSNYySG 9Elaptog)NENP ¢ KA &

Products And Pricing Wizard

Client Selection
i i Client / Branch Selection

Client Selection

Home Improvement ¥ | Op Center® Correspondent Ops Center  ~

Borrower Information - Home Impr
Loan Officer - lender Loan Number | |

Demographic Information

Property & Loan Information - Hom

Repairs & FUnds
Product Validation
Product Selection

<] Back =] save and Exit <) Cancel

ELC_Lender_JobAid_HI_System_Guide 100f 43 11/14/2019



MINNESOTA HOUSINEOME IMPROVEMENT SYSTEM GUIDE

New Loan Setup (Manual Loan Entry)
Note: Follow these steps if you prefer to enter all fieldsiatd Yy S&a2 G | 2dzaAy3Qa [2| Y

System manually (not using the 1003 upload)

1. Click orNewin the upper left corner.

1]

Announcements
Pipeline Vista
My Tasks

2. Click on theNew Loancon.

Pipeline Vista

Announcements
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Client Selection

On the Client Selectioscreen, the following information must be entered:
Client/Branch

1 This will autepopulate with the name of the Lending Partner
Channel

1 The drop down will display Minnesota Housing programs in which the Lending
Partner participates
1 Select Home Improvenms
OpsCenter
1 Select Correspondent Ops Center
1. Loan Officelis a required fieldaind Lendet.oan Numbeis anoptional field

Products And Pricing Wizard

Client Selection
Wizard Navigation

ient/ Branch Salection
Client Selection .
Client / Branch* MHFA - 004 & Channel* Home Improvement  * | Op Center® Correspondent Ops Center v
Borrower Information - Home Impro|
i i Loan Officer |Bear, Yogi v Lender Loan Number ‘ |
Demographic Information
Property & Loan Information - Home

Repairs & Funds
Product Validation
Product Selection

2. To continue, use thBackandNext buttons on the bottom right of the wizardf you need to jump
to a specific section, you carse the Wizard Navigatiormenu on the left side of the screen.

Products And Pricing Wizard
Client Selection

Wizord Natigation, Client / Branch Selection

Client Selection r 1
- Client / Branch™ | MHFA - 004 A Channel®

Home Improvement | Op Center*

Correspondent Ops Center  +

Borrower Information - Home Impro
P ¥ Loan officer

i Bear, Yogi + | Lender Loan Number
Demographic Information
Property & Loan Information - Home
|| Repairs & Funds
Product Validation

Product Selection

2] Back | L= Next [=] save and Exit ) Cancel
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Borrower Information
1 SelectNextto complete theBorrower Informationscreen:

Products And Pricing Wizard

Borrower Information - Home
Wizard Mavigation

Client Selection
Borrower Information - Home Impro

Demographic Information

Property & Loan Information - Home
Repairs & Funds

Product Validation

Product Selection

1. Complete the fields on the screeviou must use the scroll bar to scroll dowrettter thehousehold
size, income andatios.

Products And Pricing Wizard
Borrower Information - Home Improvement
Wizard Navigation BT ation s
Client Selection . .
Borrower Information Borrower Information
Borrower Information - Home Impro
Demographic Information First Name First Name | |
Property & Lean Information - Home, Middle Name Middle Name
Repairs & Funds Last Name Last Name | |
Product Validation Name Suffix Name Suffix ‘ |
Product Selection
SSN SSN
Marital Status - Marital Status [ -
Will Occupy Subject ) Yes () No Will Occupy Subject O Yes O No
Property Property
Date of Birth mmydd/yyyy (25 Date of Birth [mmiddiyryy (23 =
Phone Number | Phone Number |
TransUnion TransUnion
Experian J Experian |
Equifax | Equifax |
Borrower Credit Score Borrower Credit Score
No Credit Score O No Credit Score O
Credit Score (All 0
Borrowers)
Check this box if there are mere than two borrowers. Add an application for those additional borrowers from the loan summary screen.
Are There Cosigners For This Loan? | |
If using this system to generate Mortgage documents: click here to enter additional interested parties.
-

‘ »
c “ " v

<] Back o> Next [] save and Exit ) Cancel

Required fields in this section are:
Borrower First Name 9 Credit Score
Borrower Last Name 1 Calculated Annual Minnesota Housing
Borrower SSN EligibilitylncomeMonthly Qualifying
Will Occupy Subject Property Income
Date of Birth 1 DTI

1 Phone Number 1 Household3ze
Tip: When entering dates on the screen, use tight arrow or/ on your keyboard to avoid using the
mouse

= =4 =4 -4 4
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2. Ifthere is a cosigner for the loan, place a check in the box che@dmbrontinue. If checked this will
populate an additional field in the menu

Check this box if there are more than two borrowers. Add an application for those additional borrowers from the loan summary screen. []

Are There Cosigners For This Loan? ]

If using this system to generate Mortgage documents: click here to enter additional interested parties. ]
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Demographic Information

Products And Pricing Wizard

Demographic Information
Wizard Navigation

Client Selection

Borrower Information - Home Impro
Demographic Information ]
Froperty & Loan Information - Home

Repairs & Funds
Product Validation
Product Selection

1. Demographic Informatiois the next screerll fields in thiscreen are require¢Ethnicity, Sexand
Race)
9 This screen requirescrolling up/down, as ell as left/right to navigate.
1 Once all fields are completed, selétextto move to the next screen.

Products And Pricing Wizard

Demographic Information

i) (et Demeographic Information of the Borrower

Client Selection

Borrower Information - Home Impra| | Ethnicity: Check one or more Race:  Check one or more
Demcorphiciorotion ] Hispanic or Latino [[]  American Indian or Alaska Native - Print name of enrolle
Property & Loan Information - Home,
) (] Mexican (] Puerto Rican (] Cuban
Repairs & Funds |
Other Hispanic or Latino - Print origin: Asian
Product Validation ‘—‘ " a ‘—‘
A Ind Ch

Product Selection L) Astanindan Ly =

For example: Argentinean, Calombian, Deminican, Nicaraguan, Salvadorian, Spaniard, and 5o on. [] Iapanese ] Kere

[] Mot Hispanic or Latino [7]  Other Asian - Print race:

For example: Hmong, Laotian, Thai, Pakistani, Cambodiai

[| Black or African American

] Native Hawaiian or Other Pacific Islander
Female .
U [] Mative Hawaiian [] Guamanian o
[] Male || Other Pacific Islander - Print race:
For example: Fijian, Tongan, 2nd 5o an.
[] White
Demeographic Information of the Co-Borrower
Ethnicity: Check one or more Race:  Check one or more
a ™ D | Hispanic or Latino [ American Indian or Alaska Native - Print name of enrolled | ™
»

[
4 n
<] Back I 2> Next I: Save and Exit <) Cancel

1 If the csigner box was selected on tB®rrower Informationscreen the next button will take
you to the @signer Page.
1 If there is no cosigner, thext button will take you to theéProperty & Loan Informatiorscreen
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2. Enter the @signer information, if applicable:

3. SelectNextto navigate to the next screerProperty & Loan Informatiorg Home Improvement
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